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ABSTRACT 

Recernt literature regarding communioation systems on 
college campuses documents a growing inability on the part of college 
communities to effectively process information. Many colleges and 
universities have begun to establish information and referral 
services in response to this problem. While the information and 
referral service/center concept appears to be a viable approach for 
dealing with the information overload problem, many existing services 
are little more than basic instruments. Very few services can be 
termed genuine, information and referral systems. In addition, due to 
the magnitude of the problem, many campuses find it difficult to know 
how or where to begin. This paper illustrates how a Resident Life 
Department with several campus agencies has begun to "organically" 
develop an Information and Referral service which meets the criteria 
of a complete system. An "organic" approach provides a rationale for 
•going into business* at the same time developmental planning 
contimueis. This paper has four major focuses: (1) a definition of the 
probleu! citing recent research and ^Sampling previous mbdels, (2) a 
description of the University of Maryland's "organic" approach, (3) a 
detailed description of the system itself,. and (4) a detailed summary 
of "How to" develop the instruments. (Author) 
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I. OVERV IEW. 

Recent literature regarding communication systems on college campuses 
reflects a growing inability on the part of college communities ef fee- * 
tively to process information (Saffian 1973; Oalton and Pillans 1974; 
Mullinix 1976). There are many resources available to students and 
staff, but most of them have become so complicated or inaccessible that 
students steer away from them. The paradox is that, institutions that 
specialize in the discovery and transmission of knowledge, are faced 
with the dilemma of how to convey accurate and relevant information In 
a simple and efficient way (Dalton and Pillans 1974). Contemporary col 
lege communities, their departments, staff and students are being bom- 
barded daily with information overload. 

In an effort to cope with this problem a number of colleges and unlver- 

\ \ 

si ties have begun to establish information and referral services, whose 
principal functions are central ized information-giving dt\<\ referral 
(Mullinix 1976). Such services with annual operating budgfets of from 
$200 to $96,000 are becoming quite common on college campuses. Seve- 
ral studies seem to indicate that more traditional modes of communica- 
tion, student handbooks, newspapers, newsletters, flyers, brochures, 
etc. are not effective in putting students, staff and departments in 
touch with the multitude of services typically available (Dye and Akens 
1969; McMillan and Cerra 1972). T^e emerging information and referral 
services can thus be viewed as creative alternatives for increasing 
student, staff and department awareness of available services, and for 
facilitating the linking of clients to such services. 
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A recent ' tudy (Mullinix 1976) reflects a variety of shortcomings with 
such services: (1) services rarely involve themselves in the ^actual 
screening of clients;* (2) many services are^apparently utilizing tra- 
ditional mass-oriented techniques to publicise themselves; (3) most 
services have failed to evaluate their efforts systematically; 
(4) while services have functioned' as communication -1 inks betv;een an 
agency and student, they have not functioned as conmunication linksy^ 
between departments and department services themselves. 

Atter reviewing a_ variety of these services, it is apparent that many 
of them :are llttle more than basic resource instruments. • Most do not 
even approach the status of resource "center." A complete information 
and referral service is more than .a resource ir^tt urgent or even a re- 
source center, it is a sj/sten) composed of: (1) an effective instrument; 
(2) an easily accessible center; (3) o referral; and (4) a follow-up 
with the referred student, department, and receiving agency, (5) a 
built-in evaluation sub;Systcm - . ' 

Despite the apparent shortcomings, the emerging information and refer- 
ral service and/or center concept appears to be a viable approach for 
dealing with the information overlaad of most college and university 
communications systems. - 

Unfortunately, due to the sheer magnitude of the problem, many cam- 
puses find it difficult to knc. just where or how to begin. While 
more than half of current services have been originated by offices of 
student affairs (Mullinix 1976), many campuses find that their student 



affairs departments are not ready or able to deal with the problem. 
Thus, they question how and where to begin. 

The Office of Resident Life at the iini vors i ty of Maryland, College 
Park, is in the process of developing an . information and referral sys- 
tem which (1) provides an answer to this problem, ^nd (2) responds to 
the apparent shortcomings of many existing services. 

II. ' Development of the sys tem 

While there have been several attempts to develop resource centers at 
the University of Maryland, College Park, to date a centralized infor- 
mation and referral center has not been designed or im'plemented. As a 
result, past efforts have been characterized by vast duplication of 
work among various departments. ^ . 

The Student Union, for example, has developed an information center 
which has information .about campus events, activities, department lo- 
cations, services, etc. The Student Activities Office, the Undergra- 
duate Library, the Office of Resident Life, The Black Peer Counseling 
Team, the Career Development Center, the Woman's Information Center 
and many other departments on canf^us have compi led various resource 
booklets, handbooks, calendars, ongoing resource files, staff manuals,^ 
etc., to reach students. Again, these fragmented efforts have re- 
suited In duplication of work. 

The Office of Resident Life's approach to information aqd resource de- 
veiopment has been typicj^l of many campus departments. It has tradi- 
tionally used staff manuals in the training of field staff. These 



manuals^ have included sections on use of resources, listings of re- 
sources and other general information about the campus. Each RA has 
been supplied with such information with the expectation that heVshe 
would master it' and, as appropriate, channel it to unit residents. 

In addition, 24-hour desks which provide security and information ser- 
vices have frequently received calls requesting information about cam- 
pus, but little resource information has been readily accessible to 
them. Like RAs, they have been serving in an information-giving capa- 
city without the benefit of a "resource instrument." 

The Office of Resident Life in the past has steered away from a re- 
source system or resource center concept, choosing to make dt) with^ 
the use of elaborate staff manuals unique to each of its respective 
field areas. This approach has resulted in duplications of efforts, 
waste of materials and waste of valuable staff time within each of 
i ts field areas. 

Finally, there have been few^syst^-matic attempts to (1) collect data 
regarding the frequency of use or (2) analyze and document the actual 
effectiveness of the manuals. Most data collected has been based upon 
simple staff perceptions. 

Staff in general have agreed that the manuals have been useless, i.e., 
too bulky, unorganized, and usually un inspiring.' The staff has repor- 
ted an inability to locate what they needed when confronted with a 
problem. The manuals have been seen as a waste of time and money, con 
sidering the cost of development and annual updating. Frustration 
with the manuals has resulted in many RAs evading the information- 



giving aspect of their jobs. 

The Office of Resident Life is now in the process of developing. a com- 
prehensive Information and Referral System. The system is being deve- 
loped with these objectives in mind: 

A. To provide Resident Assistants vnthauseable tool which would 
facilitate their roles as a resource link between students* 
and the campus. 

B. To provide Desk Receptionists with a tool v/hich would facili- 
tate their infoniation-giving roles. , 

C. To reinforce and strengthen the concept of Resident Assistants 
as resource persons. 

D. To provide a better service to resident hall students regard- 
ing available campus and conniunity resources. 

E. To increase student use of 'campus iand community services by 
developing an easily updatable, compact tool. 

F» To identify need areas for which existing services are dupli- 
cated or for which no service exists at all. 
The Resource System is composed of: 

^. Eight Information and Referral Centers each df which houses 
a sophisticated resource instrument, an operator and trained 
outreach para-professibnal staff \and one mobile Instrument 
designed exclusively for circulation atnoing various depart- 
ments, services and organizations. (See Appendix T 4 2) 

B. A micro Flip Chdrt/Dinder Instrument within individual campus 
departments/aqcncios . . . 



C. A systematic updating system. 

D. A three-pronqcd ovnIuiUinn sytom involvifiq an evaluation of: 

1. Use of the resourrt instruinent. 

2. The effectiveness lT the Center. 

3. The effectiveness of the Ontire resource system. 

The Instrument is a f irst^^necessary s.tep in the evolution of a sophis- 
ticated information Referral System. The Instrument itself is a three 
volume Resource Binder and Addendum Binder and Flip Chart, and. is 
housed at each 24-hour service desk. (See Appendix 3) The Flip Chart/ 
Binder Instrument has four basic qualities making it effective and 
usable. 

A. It is complete (includes ^11 necessary ififormation). 

B. It is up-to-date (the entries are updated easily and regular- 

■ly). 

C. It is well organized (its categories and index help the user 
quickly to find what he. is seeking). 

D. It has two built-in evaluation systems (test whether it is 
being used, and how much). 

The Binders are composed of standard questionnaires which provide (See 
Appendix 4) information about organizations, services, departments on 
campus and in the community. Additional pamphlets, local area infor- 
mation, and handbooks are also included in the Binders. 

T-he Flip Chart contains nineteen categories. Under these broad cate- 
gories are listed agencies, departments and servi ces students might be 
interested in. The objective of the instrument is to categorize pro- 
grams for easy accessibility. ,The instrument is designed to be flexi- 
ble for additions and corrections when needed. The Flip Chart is. cross- 
referenced by categories to facilitate its use. 



The Flip Chart/Binder tool was orininally conceived as a response to 
Resident Assistants* complaints about monuals not meeting their needs,. 
It seemed only appropriate to. incorpo>-ato thom in. the research and 
developj^ienl of the instruinrnt. Resident Assistants wore the Indivi- 
duals most able (1) to articulate exactly what types of information 
an Instrument should provide, and ' o articulate the qualities that 
a truly "usable" instrument should poss(?ss. A workshop was designed 
to utilize them in the development of a Resource Instrument. The 
staff was involved in the definition of the problem, and In the col- 
lection and compilation of information. In other words, by using this 
technique, the staff was involved in both the definition and solution 
of the problem. 

There were four basic steps in the* development of the Resource Tool: 

1. Definition of the categories and identification of various 
agencies, organizations and institutions which were to be con- 
tacted. • 

2. Field contact and collection of pertinent information. 

3. CTTssi f ication of the information into categories and refer- 
encing and cross-referencing the agencies and services for 
fast retrieval . 

4. Development of a plan for wide marketing of the instrument. 

Since the Resource Centers are staffed mainly by para-professionals 
and part-time employees, it is important to have a wel 1 -developed tool 
which allr people to handle inquiries as effectively as if they were 
experienced, professional , ful 1-time employees. 
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III. BUDGET 

Budget considerations were detcrmlnod in the development stage of this 
project. A detailed description of the budget follows. 

Cost of carrying on the project was borne by the Cambridge/El 1 icott 
Community, Office of Resident Life. The actual projected cost is 
based on setting up, niaintaihing, updating and evaluating the file for 
June. 1976 ^ December. 1^76. 

The following budget summary shows the initial investment in materials, 
labor and contractual services. - " . . 

The developmental cost will be cut to below $100 the second year of 
operation because most materials will not need to be replaced. As the 
instrument concept gradually evolves into an I i R system, the oper- 
ating expenses would increase considering newly-installed outside 
phone extensions, full-time staffing, office supplies, etc* A sig- 
nificant portion of that cost would be borne by the contracting 
agency(s). 
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IV. TRAINI NG 

A. Resident Assistant Work shop .( Development of the Instrument) 

The workshop was puwincd to: (1) collect and assimilate information 

about campus and comiiujnity resources and services which are necessary 

-I 

for student develoumcnt in residence hdlls; and (2) develop a Resident 
Life Resource Center. Tivo le*i(lers wcrr chosen to design and lead 
this workshop (two RAs.one r<0,and a Gr*<Kiuate Assistant). Behavior-al 
objectives v;ere defined. The workshop involved four phases: 

A. Introduction - explanation of tlie^Flip Chart/Binders model. 

B. Discussion of Resident Assistants; roles in the information 
gathering phase of the workshop. 

C. Field experience. 

D. Final presentation (Resident Assistants hand in all the ques- 
'tionnaires and llie sunaiuiry list of all agencies that were con 

tacted). " (See Appendix 5, 6, 7, 8) 
Upon completion of the workshop, the agencies, departments, services, 
etc., were referenced and cross-referenced by categories to facilitate 
use. The Klip Chart/Binders were collated, xeroxed, proofed, and re- 
ferenced by a student support staff during the sunifier. 

B- Resi dent Assistant Fall Workshop (Training on the use of the Resi- 

* " d(?nt distant Instrument) 

A. fall train.' j ^cssion, "How to use the Flip Chart" was utilized to: 
teach Resident Assistants how to use the Flip Chart/Binder instrument 
efficiently and of fecti vi:ly. Flip Charts wore distributed to the Resi 
dent Assistants tho uay before the workshop. The workshop format con- 
tained three parts:. (1) A presentaition on how to use the instrument, 

14 ' 
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{?.) Discussion on [iow to nuiko studonts av/aro of th(^ file, and (3) dis- 
cussion cn updatinq. (Seo Appt^ndix •'^) 

^' I^ASJ^ (Traininq on the use of the Desk 

Rocepl ion i s t Instrument ) 

A fall training session vyas utilized to explain the u-se of the instrli- 
ment. (See Appendix 10) As a follow-u(), most information ischannelled 
to the part-time Desk Receptionists by way of their Desk Supervisors, 
or their full-time Desk Receptionist. Th'is is done through the use of 
mefnos, notes in the "log," and at weekly Desk Receptionist meetings. 
A student Resource Assistant. attends Desk Receptionist meetings peri- 
odically in order to answer questions and give out information. The 
Desk'Receptionist has been qiven a tool to facilitate his/her job as 
an information-giver. 

0- SRCiri Jl^:l[?^il^^_A^^^ Resource Workshop (Updating the Instru- 

ment) 

A spriricj Resident Assistant in-ser'vice workshop has been scheduled for 
'early March. The goals of this workshop are: (1) to familiarize RAs 
with the available resources on c:afii[>us, {?.) to give them direct expo- 
sure and contact with [U*[)artinent Heads, and (3) to gather updated in- 
formation about resources on campus. The form.at of this workshop will 
be actual "field experience." (See Apiiendix 11) . ^ 

E. DA^X .?f5^_^P.MP."A^^'l ,'/\*'.^*-'^vice Workshop (Use of the Instrument; 

How to RefeV) 

There will be a Desk Receptionist workshop for the Cambridge and El- 
licott Area in ear^ly* Mar-ch . The,pur*pose of the workshop will be: . 
(1) to discuss the use of the file, (c) gather suggestions about the 
effectiveness or ineffectivenrssof the tool, (3) to educate Desk Re- 



ceptionists about futur^e an ticifj^j ted plans and (4) to teach what an ac- 
tual referral is, how to rofcr a person, and discuss basic helping 
skills. The workshop will be led by a Resident Director, the Consul- 
tant for Resource Developntont, or a tean] composed of Resident Assis- 
tants, Resident Director.^ and the Resource Assistant. 

F. Desk Rece ptionis t and Re^sidont Assistant In-Servi ce Training 
Program 

In-servir'» tt^a i ni ng- programs will t)o the responsibility of the Resi- 
dent Directors, Desk Su[iorvisors and full-time Desk Receptionists. A 
•quiz was designed- by the Magerstown full-time Desk Receptionist to ac- 
complish these goals:, (1) to train D(>sk . Receptionists in the use of 
the file, (2) to train Desk Roc p[)tionists to provide adequate c 
tance to students, (3) to train Desk Receptionists to tabulate the fre- 
quency of use of the file, and (4) to educate Desk Receptionists about 
the updating procedures. If the quiz far^iat proves effective, it win 
be used at all service desks as a training device. It was felt that 
the supervisors were most capable of tlesigning the test because'of 
their experience with dest. operatfons. It is also hoped that Resident 
Directors will develop their^ own in-service training programs with the 
support of the Consultant for Resource Development. (See Appendix 12, 
13) ' 

V^. Staff Resjjonsibi 1 i tic'^s 

I'^ order to pr^operly design"and irii[)l ement the Cambridge/El 1 icott Flip 
Chart/Binder Instrument certain staff responsibilities must be assumed. 
In order to maintain this project as an ongoing system,, two work-study 

• IG 
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students and one Resource Development Assistant are necessary. Seve; 
ral other people need to bo utilized. This section outlines flexible 
job descriptions that seem appropriate at this time. These descrip- 
tions can and will change as the system develops further and expands. 
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CONSULTANT FOR RESOUR CE DEVFLOPMENT 



To complete design of the Flip Chart/Resource Binder instrument 
and distribute them to all Cambridge/El 1 icott desks, Resident As- 
sistants, the Organization Development Office, the Cambridge Com- 
munity Center, and professional staff. 

To develop and implement a systematic approach to publicizing re- 
source system availability. 

To develop a method of updating the -instrument in all 'locations, 
including written process quidelines. 

To coordinate and of*gan1/e records on the Flip Chart/Binder for 
ongoing operation and maintenance. 

To meet regularly with the Assistant Director of Resident Life, 
Cambridge/El 1 icott for purposes- of information sharing, supervi- 
sion, and direction. , ' 

To develop a method of comprehensive evaluation of the Flip Chart/ 
Binders. . ^ ' - 

Design and complete a paper which outlines the process of develop- 
■itig, implementing and evaluating the Fl ip Chart/Binder instrument. 
This paper should provide the quidclines by which such a system 
could' be expanded for dcp^artmcnt-widc use within Resident Life. 

To engage an assistant f"or Resource Development and two work-stu- 
dy students; provide direct supervision for the Assistant for Re- 
source Development and the work-study students. 

To work with the Administrative Assistant for Student Development 
in implementing the system and designing a proposed campus "I & R" 
service. . ^ ^ ^< 

To plan and conduct training programs for RAs, ORs, and RDs to 
facilitate the use of the Resource System. 

To recruit po3sible ''Advisory Board" members. ; 

ASSISTANT DIRECTO R OF 'resident LIFE, CA MBRIDGC/ELLICOTT 

Provide logistical support to the project,' including space, equip- 
ment, arid supplies. * ^ . 

Provide administrative support and guidance to the consultant. 

Review the project expenditures in relation to the budget. 
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Provide general operatinq quidelinos and meet monthly with the 
consultant to discuss the progress of the project. 

Keep the director's staff informed of project developments or 
changes in circumstances having significance for the project. 



ADMINISTRATIVE ASSIST AN T FOR STAFF/COMMUNITY DEVELOPMENT 



Provide direct support to the project. 

Wo>^k with the consultant to design a campus "I & R" service. 

Help plan and conduct training programs to facilitate use of the 
resource instrument. * ' 

Maintain direct contact with the consultant for professional and 
technical guidance as indicated. 

Assist the consultant in recruitment of the & R Advisory Board. " 

Serve as a resource link bet,ween.,the Office of Resident Life and 
other campus departments and organizations. 

ASSISTANT FOR RESOURCE' DEVELOPMENT (20 hour/week student job) 



Type papers and memos pertaining to the Resource System, when in- 
dicated. 

Meet regularly, with the consultant for support and guidance.- , 

Meet with the .desk supervisors and full-time desk receptionist 
periodically, in order^ to insure smooth operation of the project. 

Attend DR and RA meetings r|egularly iji order to discuss new ideas 
or plans and to relay information about the project. 

Meet with student groups, in order to gain their ideas and sugges- 
tions. ; 

Work with the full-time DRs and desk supervisors to make certain 
posters are designed and displayed in the lobbies to publicize the 
Resource System. 

Supervise two work-study students. 

Report to- the Administrative Assistant for student development for 
guidance and support. 



9. Mimeograph, xerox, and coMato nev? naterial relative to the Re- 
source System and distribute it to the Resource Centers. 

10. Design'^and distribute memos to RAs , [)Ks, 1U)s, etc. about the file. 

11. Frequently visit the desks, the Cambridge Community Center and the 
Organization Development Off.ice to observe their operations; hand 
out new material; and chock to, soe.if things are running efficient- 
ly and effectively. ^ 

12. Call local theatres, campus departments, organizations , services , 
etc., to make certain the ORL Resource Center is on their mailing 
list and*that appropriate' monthly publications, pamphlets and fly- 
ers are being sent out. ' ^ 

13. Call organizations, services, etc., that students have suggested 
be included in the Resource File. Gather data; fill out the ques- 
tionnaries; type, xerox and distribute the questionnaires plus ac- 
companying materia-! to the Resource Centers. 

'% 

14. Be responsible for cpHecting information, designing and distribut- 
ing the bi-monthly, "Sorry We Erred" sheet. (See Appendix 17) ^ 

15. Be responsible for distribution, collection and tabulation of data 
on use of the Resource System from RAs, RDs, and the Resource Cen- 
ters. ' 

16. Graph results of frequency of use of file on appropriate? charts 
for monthly comparisons and review" 



WORK- STUDY STUDENTS 



1. Attend al 1 meetings relevant to the i p Chart/Resource Binder. _ 

2. Work with the Assistant for Resource Develtipment for support and' 
supervision. . * , 

3. Type papers and memos pertaining to the Resource System. 

4., Mimeograph, xerox; and collate new material relative to the Re- 
source System and^li stri bute it to the Resource Centers. 

5., Design and distribute memos to RAs, QRS:, RDs, etc. .about the file. 

6. Call lox,al tt.aatres, campus departments, organizations, services, 
etc., to make siure the ORL Rcfsourco Center is on their mailing 
list and . that appropriate nxDnthly [)ubl icatipns , pamphlets and fly- 
ers are being s^nt out. 
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8. Collect information, and distribute, the bi-monthly "Sorry We Erred;; 
sheet. , " " 

9. Help the Resource Assistant distribute, collect, tabulate and graph 
results of the frequency of use charts monthly. 

■> . " • 

F. A SSISTANT COMMUNITY D IRECTOR 

1. Provicje support and guidance for the Desk Supervisors, includina 

. organization of the records on the Flip Charts/Binders for ongoing 
operation and maintenance*. 

2. Help plan and conduct-training programs for desk receptionists to 
facilitate the use of the resource instrument. 

3. Maintain direct contact with the desk supervisors for professional 
and technical supervision. 

4. Encourage desk supervisors and DRs to use the Flip Chart/Resource 
Binder and to keep an accurate record of frequency of use of^ the 
file. 

5. Distribute all memos to desk supervisors relevant to the Flip 
Chart/Resource' Binder . 

6. Be responsible for making sure desk supervisors turn in the fre- 
quency-use chart at the end of the month for tabulation purposes. ' 

7. Attend all meetings relevant to the Resource File. 

8. Be res^ponsible tor working with the consultant and Administrative 
Assistant and meeting with them, monthly, if necessary to discuss 
ideas and suggestions for the system. 

G. DESK SUPERVISORS' RESPONSIBILITIES 

1. Be responsible for overall maintenance of the Resource File (bin- 
ders are neat, volume numbers glued on, pages in correct order, 
scratch paper out next to the file, a pen or pencil tied to a string 
available). . . 

2. Make certain Resource Questionnaires are on top of the desk for. 
student and staff input. / 

3. Make certain the suggestion box is visible, and DRs are aware of . 
its use. . . . 

4. Be responsible for ta[)ing thp frequency-use sheet on the desk at 
the beginning of each ni.ofith, and making sure DRs are using it. 

■ ,23 V 
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5. ^ Be responsible for turning in the frcqiicncy-use chart at the end 

of the month to the Assistant for Resource Development for tabu- 
lation purposes. - 

6. Be responsible for making sure posters are displayed for advertis- 
^ ing purposes. 

7. Encouraging DRs, students, and staff to put suggestions, informa- 
tion, corrections or? new ideas in the suggestion box. 

8. Be responsible for checking the suggestion box and pulling the Re- 
^source Questionnaires that students/staff have filled out, and 

channelling them to the clerical staff in order to contact the 
agency and get more information on it and type up the form. Put 
them in the suggestion box when complete, and the Assistant for 
Resource Development will collect them, or give her. a call at • 
4677/4678. 

9. Make all corrections on the Flip Chart/Binder and Addendum Binders 
from the bi-monthly "Sorry We Erred" sheet. 

10. Be responsible for working with the Resource Assistant and meeting 
with hem monthly, if necessary, to discuss ideas and suggestions 
for the system. . 

11. Help plan and implement in-service desk-training programs to En- 
hance th^ use of the file under the supervision of the Assistant, 
Community Director and the Consul tant /or Resource Development. 

H. CLERICAL STAFF-CAMBRID GE AREA 

■ ■ > - 

1. Be responsible for handling all publicity aspects of the Resource 
File including designing posters, flyers, .newsletters, etc. 

2. Be responsible for working with the Assistant^ for Resource/ Devel - 
opment and keeping her informed of creative ways to advertise the 
Resource File; 

3. Be responsible for typing the Resource Quesfofvoaires and collect- 
ing data 'for the Resource Questionnaires channeilBcKto her by the 

- desk supervisors. 

I. FULISTIME-DESK RECg PTIONIST 

1. Be responsible for overall maintenance of the Resource File (bin- 
ders are neat, volume numbers glued on, .pages -in correct order, 
scratch paper next to the file, a pen or pencil tied to a string 
available) . 

2. Make sure Resource Questionnaires are on top of the desk for stu- 
" dent and staff input. 
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3. Make sure the suggestion box is visible, and DRs are aware of its 
^presence, and its use. 



4. ^ Be responsible for taping the frequoncy-use sheet on-tii6 desk at 

the beginning of each month, and making sure DRs ^re using it. 

5. Be responsible for turning in frequency-use chart^at the end of 
the month to the Assistant for Resource Development for tabulation 
purposes. ^ 

6. Be responsible for making sure posters are displayed for publicity 
purposes. 

7. Encouraging DRs, students , -and staff to put suggestions, informa- 
tion, corrections, or new ideas in the suggestion box. 

8. Make all corrections on the Flip Chart/Binders and Addendum Binders 
from the bi-monthly *'Sorry We Erred" sheet. 

9. Be responsible for wotting with the Resource Assistant and meeting 
with her' monthly, if n(?cossary', to discuss ideas and suggestions 
for the system. 

10. Help plan and implement in-service desk-training progr'ams'to en- 
hance the use of the file under the supervision of the Assistant 
Community Director and the Consultant for Resource Development. 

J. PA RT-TIME DESK KLCC P TIONIST 

1. ' Be responsible for. general maintenance of " the Resource File when 

on duty: 

a) binders are kept neatly, 

b) volume nwnbers are glued on the side of the binders, 

c) .pages jre in correct order, * / , 

d) scratch paper and a pen are on the desk, accessible to students\ 

2. If the file is not being properly kept up, it is the responsibility 
of the part-time desk receptionist to report these problems to the 
full-time DR ir. the Ellicott area or the desk supervisors in the 
Cambridge area . 

3. Make sure Resource Questionnaires are on top of the desk for stu- 
dents' use during their shift. 

4. Make sure students are aware of how ^o use the suggestion box. 

5. Be responsible for putting a slash within the respective cateO'ory 
and in the proper slot under the category (f 1 ip chart or binder) 
each time th^ file is being used to insure proper evaluation of 
the system. 
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.6. Encourage students and staff to put suggestions, indication' of 
some information that is incorrect, and new ideas in the sugges- 
tion box. 

7. Attend all staff meetings concerning the Resource File. ' • 

8. Attend all training session in regard to the Resource File. i 

9. Answer , students* questions Ajsing the Resource File as an instru- 
ment for informat.iprt-giving. ^ 

10. Refer students to the proper agency, service, or organization when 
• appropriate. 

11. Teach students in the use of the Flip qharts/Binders. 
K. RESIDENT DIRECTORS (ELLICOTT COMMUNITY) 

1. Distribute memos to the RAs concerning the Resource File and dis- 
cuss matters relevant to the file with his/her staff. 

2. Bi-monthly, distribute the updating, "Sorry We Erred" sheet, and 
encourage RAs to make changes on their file. 

,3. Responsible for the distribution and collection of the frequency- 
use cards from the. RAs each month for tabulation purposes.^ 

4. Encourage creative publicity ideas .in order to make the file 
more visable and availab]e to students. 

5. Attend all meetfngs relevant to the Resource System. 

6. Use the FVip Chart/Binders fil0 in daily business routines. 

7. Encourage staff/students to fill out questionnaires located at the 
desks to insure on-going updating. 

8. Make all corrections on his/her Flip Chart bi-monthly. ' 

9. Design and implement creative in-service training programs on"Use, 
of the Flip Chart," "How to Refer/," etc,, for RAs with support 
and guidance. from the Consul tant ;and Administrative Assistant for 
staff/ coriDiunity development. 

L. GRADUATE RESIDENT DIRECTORS (CAMBRIDGE COMMUNITY) 

1. Distribu 'nemos to the RAs concerning, the Resource File and dis- 
cuss mat: . relevant to the file with his/her staff. 

2. Bi-monthly, distribute the updating, "Sorry We Erred" sheet, and 
encourage RAs to make changes on their file. / 

. 26 
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3. Responsible for the distribution and collection of the frequency- 
use cards from the RAs e<irh month for tabulation purposes. 

4. Encourage creative publicity ideas in ordor to mnkc the file more 
visab.le and available to students. 

5. Attend all meetings relevant to the Resource System. 

6. Use the Flip Chart/I^inders file in daily business routines: 

7. , Encourage staff/students to fill out questionnaires located at the 
^ desks to insure ongoing updating. 

8. Make all corrections on his/her flip chart bi-monthly. . 

9. Design. and implement creative in-service training programs on 
"Use of the Flip Chart," "Mow to Refer/' etc.. for RAs with sup- 
port and guidance from the Consul ta-ht and Adminis^^rati ve Assistant 
for sb^aff /community development. ( 

• / 

M.' RESIDENT ASSISTANTS 

Vs 

1. To serve as an agent for students who need information about cam- 
pus and local services and to link students to these services. 

2. To teach students effective use of the Resource File. 

3. To keep an accurate r^ecord of their Flip Chart/Binder usage for 
assessment and revision purposes. 

4. To participate (during training) in accumulation of resource in- 
formation and to hfOp seek out resources in the area. 

5. To become familiar with local and campus resources and make appro- 
priate contacts with services in order to serve student needs bet- 
ter. 

6. To inform students about the Resource System and encourage their 
use of the instrument. 

Jo be responsible for taping their new frequency-use chart on the 
back of their Flip Chart at the beginning of each month and to 
turn in their used frequency-use chart to their- RD at the end of 
each month to insure proper evaluation of the instrument. 

8. To make all corrections (updates) on their Flip Chart from the 
"Sorry We Erred" sheet. 

9. To return their Flip Charts at the end of the year, to insure pro- 
per updating. - 

10. To particiapte in all "Resource System" training workshops held 
throughout the year. 

■ 27 • 
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11, Tc encourage students to update the system by filling out Resource 
Questionnaires yi^ien appropriate; and to set examples by filling 
out questionnairesXtiemsel ves and following the proper procedures 
when doing this. 

N . COt^lMUNlTY CENT ER GRADUATE: ASSISTANJ 

1. Be responsible for- overall maintenance of the Resource File (bin- 
ders are neat, volume numbers are glued on, pages are in correct 
order, scratch paper, is out next to file, a pen is available). 

2. Make sure Resource Questionnaires arc available near the file for 
student/staff input. 

3. Be responsible for taping the frequency-u:>u sheet on the desk at 
the beginning of each month, and make sure staff/students are do- 
cumenting use. of the instrument. ^ 

4. Be responsible for turning in the frequency-use chart at the end 
of the month to the Assistant for Resource Development for tabu- 
lation purposes. 

'5. Be responsible^ for nwiking sure posters are displayed for publici- 
ty purposes. 

6. Encourage students/staff to put suggestions, information that is 
incorrect, or hew ideas in tlie suggestion box. 

7. Make all corrections on the .Flip Chart/Binders and Addendum Binders 
from the bi-monthly '^Sqrpy We Erred" sheet. 

8. Be responsible for working with the Resource Assistant and meet- 
ing with her monthly, if necessary,- to discuss ideas and sugges-^ 
tions for the system. 

J. Attend all staff meetings concerrnny the Resource File. 



10.. Distribute m^s to staff concerning the file and discusss matters 
relevant to the file with the staff. 

0. ASSISTANT DIRECTOR OF RE S I DEfjl _Lirj; (<)f^GAN I ZAT I ON DEVELOPMENT) 

1. Provide support to the project. 

-ft 

2. Attend all nx^etings relevant to the Resource File. 

3. Assjst the Consultant in recruitnioi, ot the I X R "Advisory Board." 

4. Monitor and coordinate socrotarial respon^- i bi 1 i ties in regard to 
the "OiD. loan-Out System." 
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P . ORGA NIZATION DEVE LOPMENT SECRETARIAL STAFF 

\. .Be responsible for changing the "lodn-out" Flip Charts bi-monthly 
from the "Sorry We Crrcd" sheet. 

2. Be responsible for updating the file by adding materials, cor- 
rections and additions to the three volume binders and Adden- 
dum binder. 

3. Be responsible' ^or signing out tki\ "loan-out" ^orm to people in- 
terested in reviewing the Flip Chart/Resource Binder, and making 
sure the instrument is r-eturned to the O.D. office (See Appendi- 
ces 1 & 2) . • 

Q . COUNSELING CENTER, BLACK PEER COUNSELING TEAM, & UGL ' ^ 

The Counseling Center, the. Black Peer Counseling Team, and the Under- 
graduate Library are interested in the I & R project, but goals of 
these departments in relation to I & R have not been finalized to this 
date. These departments are still in the developmental stage. 
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VI. PUBLICITY 



Publicity is being handled utilising five different approaches: 

4 

1. Use of posters and signs at desks and around the dormitory (See 
Appendix 14). 

2. Diamondback articles ,?spots on campus radio, ads in^'the Diamond- ^ 
back and articles in local campus newspapers (Se'e Appendix 15, 16). 

3. Resident Assistants, Resident Directors, and desk receptionists 
serving as public felatiohs persons relaying information to stu- 
dents about the file. 

4. The Resource Assistant attending monthly Resident Assistant and 
Desk Receptionists meetings in order to inspire and" educate about 
new phases of the file. 

5. "Public Relations Gimmick's" initiated at individual desks. 

A. All Male Dormitory Approach : The desk receptionists are co- 

' ordinating a "question and answer for the day" contest. This 
will be publicized by use of posters "Answer the Question and 
Win a Kiss!" displayed in the lobbies and by announcements ov- 
er the intercom. If the person can answer the question by us- 
ing the instrument fn an allotted amount of time he will win 
a c^andy "kiss." This approach to publicity was initiated by 
the desk receptionist and is being followed up by the Assis- 
tant for Resource Development. 

B. All Female Dormitory A pproach: The Resident Director has de- 
signed, and is in the process of implementing, a "Category of 
the Month" publicity approach. A specific category will be 
extensively advertised by use of posters displayed- in the lob- 
bies. Each month a new category will be featured. The full- 
time DR will be responsible 'for coordinating, designing, and 
displaying the posters. 

C. Co-e d Dormitory: The full-time desk receptionist has designed, 
and Ts in the pirocess of implementing, an "in-service" training 
program utilizing a quiz on "How To Use the Resource File" (See 
Appendix 13). . It was felt that if more people Were aware of 
exactly how to use the instrument and what was available its 

' use would increase. 
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VII. UPDATING INSTRUMEN T ^ 

Built into the Resident Life Resource System, is a two-faceted updat- 
ing process. 

A. On-going Updating is utilized in order to refine in constant man- 
ner the present instrunient. This is accomplished by use of three 
techniqiies. 

1:' "S orry We Erred" sheet :' A memo is designed bi-monthly by the 
Student Assistant for resources. It is circulated to all RAs 
and RDs, desks and all personnel possessing flip (^harts. All 
personnel update their ownYiles utilizing this information. 
Full-time DRs and. Desk Supervisors are responsible for updat- 
ing tlie Desk Flip Chart and Binders (Sefi Appendix 17). 

2. Extra Resource Questio nnaires are located at all service jdesks, 
the O.D. office and the Cambridge Community Center. There is 
also a suggestion box at each desk to solicit student input. 

* As students/staff identi fy- mi stakes in the file or additions 
they woulX^like to- see included,, they are asked to fill -out a 
Resource QuestiortThAijre and return it to the desk. The Student 
Assistant col lects tthese xfT-monthly and incorporates them into 
the file. . 

3. Addendum Binders are also located, at all the Resource Center-s. 
"These binders house all the newly acquired information (question 

naires and pamphlets) for the Resource Center. These binders 
are^arranged alphabetically and serve as a back-up for the 
three volume Resource Instrument. 
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B. Annual Si)ri ng Up datnig is approached by usb of a Spring R.A. trains 
ing workshop. Each RA attends a session in March where he receives 
completed questionnaires taken directly from the Resource Binders. 
Each is responsible for contacting the designated agency, service 
or organiza.tion; updating the questionnaire; typing the information 
on the form; and returning it" to the RD. The RDs return the com- 
^ pleted:form to the Resource Assistant who is responsible for xerox- 
ing and collating the materials for use during the next year. 

VIII. EVA LUATION • ^ ^ - 

In order properly to evaluate the utility of the Flip Cha^^t/Desk Binders 
Res^ource System, hard data is generated regarding the acuta! frequency 
of use. This is accomplished through the use of the Resident Assistant 
Frequency-Use Chart (SelE? Appendix 18) and Desk Receptionist Frequency -^ 
Use Chart (See Appendix 19). Rersonne^l are asked to put a. slash within 
the respective category in the proper slot under the category (Flip 
Chart or Bitider) at the time of 'each use. 

The *frequency-use cards are distributed aind collected: by the Resident ^ 
Directors and turned in to the Resource Assistant during the first week 
of the month (See Appendix 20) 

Upon receipt of all frequency-use cards, the Resource Assistant tabu- 
lates the results and documents them on the Flip Chart/Binder monthly 
usage summary (See Appendix 21). , 

After the results are documented, they are charted on a usage graph. 
This facilitates a comparison of use for evaluation purposes (See Appen- 
dix 22). A surve^y is also being developed with particular attention, to 
attitudes. 



IX. POSSIBLE FUTURE DIRECTIONS 

' As noted earl.ic^r in this paper/ a complete information and refer- 
rral service involves more than just a resource instrument or even a re- 
source center. It should be a syst em "composed of; (1) effective instru 
ments, (2) easily ^'cces^rible centers, (3) actual referrals, (4)^ fol low- 
ups with referred students, departnients and receiving agencies, and 
(5) built-in evaluation sub-systems dealing with at least (a) use of 
the resource instruments, (b) effectiveness of the. resource centers, 
and (c) effectiveness of the overall resource system. 

Obviously, the I & R service detailed in this paper does not yet 
meet the criteria of a complete system. The criteria delineated above, 
however, can be.percci vcd as possible objectives for the future develop- 
ment of tKe current service. Rather than arbitrarily structuring the 
emerging I & R service, the Office of Resident Life has chosen to per- 
mit the service to develop ."organical ly. " "The organic conceptualiza- 
tion refers simply to change or process as it occurs in nature or life; 
it does not require complex definition since it serves merely as a re- 
minder of the underlying analogy to nature's processes. It is not a . 
structured model or theory containing a predetermined architecture. It 
is" loosely conceived in the sense that a variety of submodels may be 
created from the possibility for open alternatives. " (Chenault, 1972) 
More specifically* "The use of an 'organic model' does not a,ssume pre- 
determined answers to issues, but begins with the real ities -.existing in 
present programs, needs and systems. It allows the possibility for spe- 
cific problem solutions to be determined in the model's process. "An 
organic- approach provides a rationale* for 'going into business' at the 



same time developmental planning continues. It enables one to engage 
'in rather ^modest projects which will be open to cxpans-ian into more 
elaborate models.'* (Chenault, 1976) - ^ 

In essence the current I S R service should be perceived as a .mo- 
dest project which is often to expansion into more elaborate models as 
the dynamics of the broader Univoristy community may dictate. It should' 
be perceived as being flexible, allowing for an^ ^encouraging continued 
.growth within the Office of Resident life, within other campus depart-, 
ments, organizations, and agonci.os across the entire campus. The orga- 
nic model is process; It represents a continuing openness to natural 
change, sel f-correcting functions and regenerative powers inherent in 
all aspects of the program.' (Chonault, 1975) To date, for example, se- 
veral campus agencies and services have expressed interest in integra- 
ting the Flip Chart/Binder concept into thqir own programs. Both the 

Counseling Center and The Black Peer Counseling service have begun to 

t ■ . 

explore the possibility of uti 1 i/ing' tfjo Flip Chart/Binder approach in 

s ■■■ • ■ .J . 

organizing and communicating. information concerning their services. 

The development of additional Flip Chart/Binder instrumeijts appears 
to be logical within individual campus departments, agencies and organi- 
zations which "are already cite| in tlio.ORL instrument. The emergence 
of Such additional instruments arid/or centers, specifically designed to 
mieet the unique needs of the respective departments etc., may provide a 
basis for moving the current I X R service closer to the status of a 
complete system ; the individual Fl ip Chart/Binder instruments and/or 
centers serving in essence as micro^irlstruments/centers in the current 
service.' Such additioruil micro- insU-umcnts/centors may al so faci 1 i tate 



the emergence of mure profess ioanl roforrals, fol-low-ups with referred 
students, departments, receiving agencies across the campus and evalu- 
ation beyond that of simply the use of I R instruments. 

•Finally, the Undergraduate Library, in the person of Dr. Robert 
Merankangus, has exp'^esied interest in the current I & R service; Dr. 
Merankangus, the Resource Head, has^expressed interest in. utilizing some 
of his cataloguing sflafi" to'assist in rofining.the organization of the 
current Flip Chart/Bi nd&rs Instrument. 

The establlstunenjt'of formalized cooperation betwee/i such campus 
departments, agencies' and organizations and the Office of Resident Life 
regarding the I & R service may ultimately facilitate the conversion 
of that service, to date an ORL project, into a campus-wide I X R sys- 
tem. Ultimately, the present service ma y^ prove the forerunner to a far 
more elaborate cojiputerized type system utilized by the entire Univer- 
sity of Maryland 'conriunity. ^ 

' ■ . / 



APPLflDIX ?. 

-C/E FLU' C'l.A.vr KtsorKLl tllfOffiG LOAN FCWM 
^ - -T^^VV.. , oept. 



J.ne checked cut Dup n^t . • 

. ^'^^ - - n.no Returned 

•"dress 

^" f'liono No. 

•Jrpose for checking out the file 



:r:ecu. out: ____ 3 v6,»,e 

• ch.udM accoNi.K] to ti.e following: 

lil> Chart 51?. 00 Bolder s «,']!j.(,'n ^ 

. y (I'-'P^Jrtujent account Is 



C/E RESOURCE CENlEf' FOLLOW-'IP FORM 

— ^— - Title ' • ^ 

Checked out Flip Ch.rt . c,,ecK.d7ut7lndnr 

■'Tcso of Clocking 'out file 



Da te 



.Checked out pu. 



ujd U noet yrrjr, r.ccds? 
•Ic ,ou have s..ggGst1cn/correct1on to offer? _ -• 
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Cro// 
Reference/ 



' , 

Resou rce Bihdef slS^ 

, "ESTAOBAJUTS 

(Menus^ Info " 

/*« 
« 

«9 

Pastille *" 

Clyde's...; **" ..4 

^eojue's 7 




CAMPUS RESOURCE OUESTIONNAIKK 



I. NAME OF ORCAMIZATION i 
1. DIVISION 



3. LOCATION (FROH CAM/ELL) ' 



^. OFFICE HOURS, DAYS OPEN 

5, PHONE NUMBER ' .' 

' I 

6, DIRECTOR TITLE 

7, PERSON TO COOTACT [ _ PHONE 

8, PERSON FOR EMERGENCY COtTTACC 



9« SERVICES PROVIDED UY ORGANIZATION 



10. WHO IS ELinHaE FOR SERVICE 
lU HO' TO APPLY 



12, PKhTERRKU PK/KRRM.. PROCKOURES (RiOWE , V?ALK-IN, UK.TTEN) 

13. APPONirmiEKr necessary? . 

U, IF YES STATE UAITINC PERIOD ^ L 

IS. CHARGES 

40 



"TRAIflINn SFSSION Pl.AriflFR" 



APPENDIX 5 



TITLE OF TRAININf, SFSSION: 
LEADCRS: 

LFNGtH OF TIME ENTIRE ' 
WORKSHOP WILL TAKE: 

BEHAVIORAL ORJECTIVES: 



StIflMARY OF PRLSENTATION: 



METHOD OF IMPLEMENTATION: 



f.l •'■.('.[: TFP LOCATION: 
MATf. RIALS NLini.I): 



"iUP.K .1. JlLQ■AQ^™f^Y■'' - Spring Workshop 



A'\r\'. A'L<^''y f • » "'"Q'" H. . Chorio T . 



Two Ho.urs 



J/ll il^i^'^JJ/'. .'iP.Ay^ ^S' -find more ea sj^ly 
the rosburcos he/she noods in order to be 



i .^JJPP.^jyS'. Al'jlPL-^^ ^]^LJ Pfcrmation 

vy.9r.S°it "_njAJ7_^'^"^^" s of the fl ip 

^J'A'II i5.","A^ "i'.^^ °.1 .next page ) . 



S tuJcn t's wi n ho made aware of campus and 
comiiiiunj ty rc^ourccs^ re fer ra ls so that 
" ^}^py. jlP.c PfL^. filTJ: ^tf ^ cj- i ve RA s. Thoy 
^V.W .^.^A^.^A An.^Jli^'^JL'' and make personal 
^A"A*1?AA Ajl^QMnAAA^sg agencies/ which 
^1 AA^'i^J./ }*'jJJ« P?. _dove1 oped into a FLIP 
J^Jl^^iiA /iir. A^AA^ J) e r s 0 n a 1 use, 



A". A^A/.o^^.^l^A^-D!!. dra mati c pr esentation 
^A^.l A^- Jl^TA^J'^l^^Ay t ho g ro up leade rs^ 

y*PJs^}\ o_a cA_P^_^s Q n wil l be assigned 
to a tcan ard v/ill be in charge of work- 



ing on on(» of the categories to be used 

0" A^^A AAJA CJiART . ^ 

CI NTRf.VIl.LF LnUfJGE 



L'-AiL A!'/\.'l^.'>.^ AA^A oA cvjcncies ^ ten legal 
pads, AAA^P^A.PAn.^AJA» ptinch^ potat o chips. 
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APPENDIX 5 (CONTINUED) 



BEHAVIORAL OBjrCTIVfS 



II. The R.A. will list campus acioncios that hr/si^o feels are necessary re- 
sources to incorporate into a TUP CHART. 

III. The R.A. will develop personal contacts within conmunity and campus 
agencies and organizations'. 

TASK: All of the R.A. teams, wAnr- their respective cateqories, will come 

up with a gomprehonsivo list of the .resources and referrals, reflect- 
ing R.A. needs . ' . ' . .. • 

CONTROLS: To facilitate the R.A.s interviewing processes: 

1) Resource and Referral Agencies -wi 1 1 be 
contacted in i.dvance. 

2) P. A. teams. will be givon the attached 
resource questionnaire. 

NOTE: All teams will have one w(ek to research their lists and work up 

a t*^n minute presentation. 



. ; IliM E OK OIvCAlUZATIOi! 

>. Division 



'1 . oFric: I'.uui-io 
(3. Dirjrrm 



i. Lcr'ATic.i (Hia.! c^^]/]■n^ — 



DAYr, (TD i 



7 -'it) co.rwcrr 



TITLi: 

if.r.n; 



10. i;]'o in MJr.iiu: 'A'Kt: ^ : — 

u: i:f;\: ':o ^ . ^ 

12. i>; ' I'T-Jai) nn:irJ-.AL rncaa^i^jr. (no.T;. \:nv- 

r.).. ;\] ;<.'irr.J::r •'■inni-M V? J. ^ 

j.i. ■ li-- Yii^- '••Ai'i'i^ i^'- i;'^" - - 

I"). ai\nG]:-. 

ic. m.'. II i:.T('!L'L'\Ti(':: 



TITLE OF WORKSHOP 
LEADERS 

LENGTH OF TIME 
BEHAVIORAL' OBJECTIVES 

SUMMARY OF PRESENTATION 
METHOD OF IMPLEMENTATION 

« 

SUGGESTED LOCATION 
MATE"RIALS NEEDED 

Please designate times you 



APPENDIX 6 

"HELP, I. NEED :SOMEBODr*_S^^r^^^^^^ 

Tr a i n i n£ W? r k s fiop^ f^rA J J 

Barry, Sari, Kathy F., To m H. , Cherie T. 

Two H ours 

^ Same as Sp ring Works h op for RAs. 

Part I . ^ 

RAS w i n return to the workshop with 
their newly acquired information and 
presen t it to t heir group. \ 

As we n a s .]ia nd incj^ in Resource and Refer- ' 
ral sheets^ each team will be responsible 
for an original and entertaining presen- 
tation about newly gained information 

(10 mini^es each). A prize will be 

awardecwfor the best presentation^ 

CENTREVILLE LOUNGE ^ ^ 

Individual m ateria l s for skits; check 
with material s' coord inator. 

are available to meet with Steve and Cherie. 
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APPENDIX 7 



TO: Workshop Category Leaders FROM: Chen'c Thoman 

SUBJECT: Worksfrop: Spring R/J DATE: Apri 1 18, 1976 

Resource File 



Here's a brief summary of the RA Resource File Steering Commi ttee* s objec- 
tives for the Sunday, April 25 and May 1 workshops: 



I. The workshop has many component's: 



II, 



Counseling 
Entertai nment 
Money 
Academics 
Medical Attention 
Loaning Equipment 
Libraries 



Faci 1 i ties 
•Folks to Know" . 
Academic 
Emergency 
Publications 
Services 

T^avcl /Transportation 



What to Do - Fire 
What to Do -Medic. 
What to Do - Bomb 
Forms 

Organizations 
Numbers to Know 



Each component is headed by a couple (or more) staff coordinators-- 
thc Idsk ()roup. 

In preparation for A()r'il 25 workshop, the coordinators should get 
together with the following in mind: 

1. GoaJ_ of the Workshop: To compile a resource file by and for 
RAs---things they'll need to know in their role as referral 
agents. - - . < 

2. Me tltod of VJorkshopr ' ^ ' ^ 

a) First Hour - devoted to background information on develop- 
ment and use of RA Resource File. 

b) Second Hou r - RAs divide up into nine task groups, go to 
agencies. The group will use this information and gather 
information about departments, services under their cate- 
gory fpr next year's resource file. 

c) In the week following, RA task group canvas the campus for 
^information soarces; people, puba ications etc . , and fill out 
the Resource Questionnaire on each agency contacted. 

45 



>'rp[:fiDix 7 (coriTiNUfD) 



d) On tho folT-bv/inn Sund.iy, ,tho task qroup roports to the whole? 
about their findinqs in a ten-m1nute prosentation--read a re- 
PQrt, do a skit,, multi-media prcsentation--whatever you want! 

e) Prepare a written summary on the total list of aqoncies con- 
. tacted and submit it to tho steerinn .committee. 

f) All R.A.s hand in all their Resource Ouo'jtionnai res' wfth ~ 
their names onVthoiii to their qroup leader. 

3. How to Plan Ahead for Task Rroun: 

Coorx^iriators should neet onc(? or twice before v/orkshop night 
with tho purpose of settinq u[) a comprehensive outline of 
places they feel are important to contact for the Resource 
File. 

I. " 

b) Assemble this outline for workshop niqht--use it to. assure 
that all aspects of topic area are covered. 

. c) Make phone calls to all offices, administrators, student 
officials to toll them that, the task qroup will be cominq 
to see thorn durinq the "Research VJcck" (April 26-30), 

That's it! Our sincerest thanks to all the folks contributing to this Work- 
shop. Look for a super Resource File in the Fall! . • 
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RA Resource' File: 
Supplemental .Information Sheet 
rpr Sprincj'RA -Trclining l^ossion 



Time andPVa ce oY Workshop , 

Because of the app»'0^'^*^h of this workshop, two separate, shorter sessions 
will be held. * ^ 



Session V 
Session 2 



Sunday, April 25 8 to 10 P.M. 
Sunday, May 2 - 7 to 9 P.M. 



We've also arranged to hold botti sessions in a location other than 
Centreville Rec. Room, for each session, please come to La Plata 7th floor 
lounge. > 

A_Wo£d^j^bout_tJ]^^^ 

Here's a clue as to what we'll be doing on the two nights - we hope 
you'll appreciate the sig^f^icant staff input into this workshop. Its suc- 
cess depends on its participants! 



PHASE I (Sunday, April 26) 



PHASE M. 



(Monday-Friday* 
April 26-30) 



A skit presentation. 1 Illustrating the need for 
the RA's Resource Center and the advent of a. 
Flip Chart ^to aid >n this role. 

An Informational Question- and Answer Session 
giving you information on: How? - What? - 
Where? - of each RA's contribution to the 
Task Force. 

Task Groups of five to six RAs^each split up, 
and brainstorm agencies, services and organi- 
zations'^ to use in the Binders and the Flip 
Chart. Once all aspects of an area are cov- 
ered, the group will assign individuals to 
cover speci fjc offices, departments, etc.,- " 
whatever source of ihforma*tion it is. By the 
end of this meeting, the group should have 
assembled a comprehensive outline of places 
to go, people to see, and phone numbers to 
call. 

RESEARCH ACTl^/ITY " ' 

During this period, task force members will 
start contacting information ^^ources they've 
put Qn their outline. It would be considerate 
of you to call your contact person ahead of 
time to make an appointment for your question 
session'. 
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APPENDIX 8 (CONTINUED) 



The agency ,>'off ice or organization you will be 
contacting has already been notified that you 
will be visiting or calling. .Use the Campus 
Resource Questionnaire to record the data you 
^•obtain and be sure to fill in your name at the 
top -to allow follow-up'i Once ^11. of the xJata 
is collected, it will be compiled i«nto the RA 
Resource File over the summer. Each piece of 
information included in the Resource File will 
be attributed to the RA who compiled the infor- 
mation during these training sessions. Remem- 
ber-, this information is being compi led for 
next year - questions ff6 to f8 should include 
irifonii^tion about next year '^s . contact person, 
if different from this year's. 

Later in the week, your task group should meet 
and put together the information with the co- 
ordinator's category-. In this short sesision, 
the group should also decide on the .^best meth- 
od of presentation for a ten-minute session 
Lhat your task group will be leading on the 
group's topic area. This will be done the se- 
cond Sunday:, of these training sessions. 

Repor-t Back Session Time: 7 to 9 P.M. 
Place: La Plata 7. 

Each task group makes a ten-minute presentation 
on their newly acquired information, hoping to 
convey to the rest' of the staff the scope and 
depth of their information area.* Incidentally, 
the presentation judged most creative, informa- 
tive, and stimulating by the total group will 
be awarded a prize.. 

Compilation of data collected into an RA Flip 
Chart and Resource Binders. 
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APPENDIX 9 



"TRAINING SESSION PLANfJER" 



TITLE OF TRAINING SESSION: 



LENGTH OF TIME ENTIRE 
SESSION WILL TAKE: 

BEHAVIORAL OBJECTIVES: 



SUMMARY OF THE PRESENTATION; 



"HEL P. I NEED SOMEBODY" (Fall RA Training 
Session; Presentation of Resource System ) 

One Hour ' \ ' 



iv- J.^^. M .wiil_be able more easily t o 
find^ thG resources hp ne eds in order to 
3_ more pf^ecMye help er and informa- 
^?PP. giver for hj sjj^u_ by m eans of the 
FLIP CHART and Resource Binders. 



2 •.. A^_-RA wi J J _ bg_ able t o use the Re- 



source Sy s t cm effectivel y and explain 
how It woj-b ^ to students on his/he.r unit , 
Tjl^.-fJj P C harts will be distributed to 
a IJ RAs c<i day before the workshop so 
they win have an opportunity to view 
them. At the -meeting Jthe^ wij 1 bri^n£_ 
t he i r F 1 i p Cha rt a nd we; wjll go ov er the 
ca tegories together^ and an explantion ^ 

will bo niven about cross-referencing 

the F 1 i p Chart with tjie Resource Binders . 
The i mpor ta nee of re turjni nn the FT io 

Chart at the end of the y ear w i 11 be ' 

Stressed. There will be a discussio n on 
^how to use' the desk a s a 24-hour re- 
uy'cc serv ice. Updating will also be 
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METHOD OF IMPLEMENTATION: 



METHODS OF EVALUATION: 



LOCATION: 
MATERIALS NEEDED: 



APPENDIX 9 (CONTINUED) 

Cli s(.iJSS0(1 (j)ijt suggestions i_n the_sugges- 
tion box, students wll.l be encouraged to 
f jj } -Pi^ A. Resourc e Qu e stionnaires; if - they 
lose car ds, where t o get them; what to do 

t mistakes ). There v/ill also be a 
l^Xl^-P/^ explana tion of the PR's role in 

this service. 

The method wi 11 be mostly lecture (infor - 
mation- givin g). At the beginning of the 
sessjon in, ord er to take attendence we > 
^J^J? the RAs to put theif names in a 
^i^k J^D.^^ya will have a drawing at the end 
PA Ahj?_ session for t wo free dinners which 
^'J?r ^-1 ^ ^ t ed when t he files were being 

c olla ted ^_ 

3 x_ 5^ card s will be distributed at the 
end of thB session and the RAs will be 
ask ed t o w rite on one side. of each card 
^h?^ best thi ng about the workshop and on 
t h e othe r side the worst thing about the 

workshop. ^ 

Cambridge lawn under a big tree. 

Several Flip Charts, Resource Binders, 
, 1 . — — y 

Freq, Dinner Ce rtificates, a' Hat or Box. 
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APPENDIX 10 



"TRAINING SESSION PLANNER" 



TITLE OF TRAINING SESSION: 



LENGTH OF TIME ENTIRE 
SESSION WILL TAKE: . 

BEHAVIORAL OBJECTIVES: 



SUMMARY. OF PRESENTATION: 



11'rljl»-_L!(^^_D-_S0flgB0DY: USIN G YOUR RE- 
iOyRCES TO 'DEVELOP A RESOURCE FILE" 



(Desk Roco ptio'nlst. Fall Session); 



One Hour 



1^- Jjie PR will be a ble mo re easily to • 
/JAI J-jli' ' osourccs he/she ne ed^ irfrsfder 
^-P.PP:? nior_e__e_ffectiv£ helper and infor- 



ni.it. ion -qivor Jto_ students . 

2. The DRs'Will be able to use the Re- 



source Sys t(Mri jind^ updating system effec- 

^Ive Jy^^ They w1 VI be a ble to explai n to 

-studcnts^how the system works. 
A t^tjic Miec t Inq we will go over the cate- 
gories and an explanation will be given' 
£^ojs -refer ent inq the Flip Chart 
111 R esource Binders. We will dis- 
cus s the new use of the desk as a 24-hour 
Resource Center. The DRswill be urged ^ 
'^P^ l^-l^f}^ to stud ents that the, file is 
avai 1^1 e for .their use. The DRs^ respon - 
M-^l^it^J OS vvj lJ_bo^ 

jiPj-T^r^l-y ^Ol^.^ljjL"^_i^P^j^^ ^ ^1 9 ) - Resource • 
Q^'^^^'^iPPP'^ j»"OS_at de sks for use by staff 
and stiJdcnts wnlj be explained. 
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APPENDIX 10 (CONTINUED) 



X^Jl _s_ uqc]G Stion box will b e discussed. 

(^ueS t i on <; conyionts, sugc^e stlons w l jl be 



METMOD OF IMPLEMENTATION: • 

(APPROACHES. TECHNIQUES . MEDIA. 
ETDJ 

METHODS OF EVALUATION: 



i r^rATION: 
MATERIALS NEEDED: 



Mostly In c t u re^ - (inform ation givin^j) 

3^^^ 5 cards dis tribu ted at the end of the 
>A?A^-2fj r_ The D.R.s v/i ll be asked to 
wjJ-^P. A^A be_^st thing about the workshop 
£nj)n_e side .and t he worst thinn about the 
v/qrkshop on the other side. , 

L^JIPJA MRJiy. :^ 

Ext/_3 n j A.Ah.^iJts V 

1L^A9.MJ^^ A A'^-HA^.L^-. . ^ 

^SPP^ Dinner Certificateis 

A Rox 
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"TRAINING session TLAririER" 

TITLE OF TRAiriirir, SESSION: "HELP I Nrrn^SOMEnnPY - or, How to Use 

ypyS. K^.\^}^ffP,KS'P^ J}pysl}PP^ a Reso urce 

Sj s_tcnV'_ X^P/A" 1 jJpdnting R>A> Re source 

. T , 

LENGTH OF. TIME ENTIRE 

SESSION WILL TAKE: , Introduction of Material: 1/2 hour 

• . .. . . ^ £ ■ . ^ ^ 

Field E^xpcr i encoj 2^ nonths (or as long _ 

PA J A .^AK^.A to compile the necessary infor- 

r^A^^^'HP. hy^ J^hP^J^PP in ning of M ay) > 

BEHAVIORAL OBJECT IVES : * K The RA will be familiari zed with Ca n- 

pus and CoriiBurn'ty Resources and be a more 

c f f oc t i y e A"/P.n¥'.!^^\Oil"I^AypJl' 

^' X'l*^. A^- y'J J 1 A^yp) PP^ contacts on campus 
and in the community that he /she w ill be 
^ a b 1 e to_ ,u t j Jj ze_ at the appropriate t imes. 

3. The? RA will use the FHp .Chart a nd 

IL^A^J^/A*^ . Binders and take pride in it 

because he/she helped devel op it. ^ 

■SUMMARY OF PRESENTATION: See ^ttad^^^^ , ^ 

METHOD OF IMPLEMENTATION: lecture for initial presentatio n. For the 

(APPROACHES, TECHNIOUES, ' .■ " 

MEDIA , ETC . ) L\P^A J_^JViri enco_iJ^^ be t otally an ^in - 

4^*PPP.^I^Ak P-^JlP-CtPiL^e^L ^ 5 group lea- 
» ([ojTT. shou] (I be APP cj jfi ed to be around at 

^PTA'^J/\-A^J"PA JPJ, questions or problems 

the RAs nii f[ht '^^^ye_^^ _ The major organi_za- 
^"'PA^. .'"^Pfl i'.^PA^A^iin.'^A (continued aJiAjcjiedJ^ 
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APPENDIX n (CONTirUED) - • 

METHODS OF EVALUATION: /^.Acfirdj^ dj^tributc d at the end of the 

spssion. The RAs will b e' asked to wri te 
t h J) t hjn £ abp ut^ t he training session 
• . PA o.n(?, sjd-g A^d t.^^0 wo rst thing on the _ 
t ' 0 1 h e j s i d o . 

LOCATinH: cwiMUNiTY_ mn^^^ 

MATERIALS NEEDED: • \XfL''5)xed quo$tionnaires; 10 00 blank ques - 

Ai^M'^J^.t^A'.Tl'^ndPJJt expla ining the pro- 
^A^A^A^_ A"A w!l9A^-- j^A AtJtain typew ri-ters 
^A t^Pg, yA^APJoiPcty pens or pencils. . 

All RAs will attt?nd a 1/2 ho,ur Fxplanntion Workshop, Here the system ' - 

for updating the^file will be explained and the RA's role in this v/ill be 
outlined. All the material in the ttiree volume Resource System and Adden- 
dum Book will be xeroxed. Each RA will receive ten to fifteen Resource 
Questionnaires t^ken from the files. They will be responsible for: 

1. Contactinn the agency, organization or service listed and ^ - 
verifying all the information on the sheet as to complete- ;j. 
ncss and accuracy. 

2. They will be responsible for asking that the service sends . 
the office all written material, pamphlets or anything they 

, feel will be appropriate for the file. . 

3. Type the information on a new resource questionnaire and 
make sure it is accurate, complete, and without errors,, 

4. Put their name or. the top of the sheet. 

!i. Return all the sheets to the v/orkshop leader by May 1. ' k 

should be contacted if possible to be made av/are of wliat we're doing and^^ ^ 
that they will be contacted by an RA. The RAs. should be encouraged to 
make appointments when possible (make appointments with the departments) 
rather than make phone calls. 54 
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IN-HKI{VICK flip' CIIAHT/IUNnKU QUIZ 

APPENDIX 12 

I want to t:ila-' niv r: i 1 ^ ^'^'^ dhuuM', Sho lov(^s Mox- . 

.ican rood bul. I don' t know \ i t Ihmo art* MtjxLcan rccitau^ 

rants in tlio area. 

a; V/lioro can I tak hcv? 

n. What is tluf price ranuf? 

C. Whort) is it 1 oca tod? • . ' 



7 

My friend punctured horscM F on a rusty nail, and I'm goinR 
to take hor to the cmer^TCMicy room at l?rince Gc^or^G Hospital. 
Can you toll me the dlr(?ctfons quickly? 



I'm confused about whero I'm f^oin^ academically. 

A. First, 1 need a copy of my transcript. Where do I RO 

to ^ot this? 
Li. Where Is it locatinl? ' 

C, I also need to talk to someone? ahout possible career 
opportunities there" art? in fields Tm interested in. 
Where would I and wIkm'o. is -it located? 



I*rn not hi on dr i nk i tu', , ^ and w.oulfl (Mijcjy some entertainment 
in the ovi;ninr;s, bo.-idrs ba!'s and mixers. What is there 
on campus? 



I know I'm pregnant . but I don't want to .set) anyone about it 
on Campus. Whore can I ^-o to [:t^t help? 

Who is the Or i (Ml tat ion Dirt^ctor? What is her/his phone no.? 
I a job. Wht^ro arc^ some placxv> I can ^.:o to apply? 

What is th(} nuinh<w' for I'tarko ri-funthi? [ 

What i^i tlie nunibiM' for ook(^ I'opa i rs? * . 

What is th(^ number rf)r an ambulance? 

i am Miter(?s;t i.d in .jcnnini^ an (u'KiLn i 7.at ir)n to learn more aboout 
Uu' culturt-i ol I ho ^A!iKW' i can I nd i an.s . Who do I ca 1 1 ? • 

V/luil'.s Lh" nm!ii)or I'or Amoi-icja Airline^;? ' 



sn 
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APPENDIX 13 



IN-SIRVICl. nil' CIlAin/KCSOIIIU.r niNOI.R QtlI7 



Every DR is expected to'complete tiiis qui? and return ft to his or her 
supervisor. ^ ' ' . - 

This quiz is desicjfied tu familiarn/e desk recopti'ofii s ts with the Elip 
Chart/Resource Binder. Because there is so much information contained in 
thi^s resource system, it is imperative that DRs learn the Elip Chart cate- 
gories and understand how to seek answers to questions-by using the Flip 
Chart categories and alphabetical Resource Rinders. YOU ARE A'VITAL PART 
OF THIS RESOURCE SYSTEM. 

Read the following instructions carefully: 

In many cases the quiz ciuestion contains a key word which will lead vou 
to the proper category in the llip Chart. 

Ex: I would like to have a phone installed in my room, flow much yyould 
this servjce cost? ' • 

Check the Services card in th(? Flip rtip t. You will find Phone Installation 
listed on ttio c3rd. Then go to Vul. 'I wt thr Binder and find Phone Instal- 
lation in the Table of Contents under "1^" and ^urn to the correct page. 

Some of the questions can ' ' ar^wtMed 'directly from the Fl4-p- Chart wi th- 
out reference to the Binders. ^ 
Ex: VJhat is the emerger cy nu iit)Or for an ambulance? 
Ans: X3333 \ \ 

A few questions can He ans'wur'ed most (juickly by going directly to the 
"alphabetical listings in the Binders. 

Ex: I want to call all the hospit^ils in * ne area. Is there a list 
of these? Go directly to the Binder. Look under tlospitals. 

In checking the Flip Chart vou i::ay find more than one possible answer to 
cross-reference in tiie Binders. When you have checked all 'possibilities, 
give the best answer. 

Ex: I would like to find an inex()ensivo French restaurant. 

Begin by noting all thv. restaurants whose nanie^ indicate they serve 
French foo(J, then .check tfie Binder for nienii [)rices and choose the least ex- 
pens i ve . 

As you work, read Lhrougii tfie 1 i s t i rifjs- ori each card, since this wiM 
heip you quickly to answer suct. (M.*d i ng questions. Also note hov/ dassifica- , 
tions. within each major Fli[) Chart- category are listed. For instance, 
ENTERTAIMMrNT is divided as follows: 

Of^CAMPUS Of f -CAMPUS . ' ' • . 

AtliLETICS ' , MOVIE THEATRES ART GALLERIES EATS: 

FOOD DRIVE-INS, ATHLETICS tiAMBURGER., JOINTS 

FUN X GAMES ETC BARS fi LOUNGES PIZZA JOINTS 
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APPENIhX 13 (CONTINUFD) 

Note too, what broad arej3s are covered bv each category. For instance, 
MONEY includes iobs, banks, financial aid. . . 

HERE 'TIS ' * • ' ' ^ . 

I would like to have a phone installed in niy room. How much would this ser- 
vice cost? 

COST V " " ' ' ^- 

Waht. is the phone number, for the Post Office on Ccinipus? 



My organization wouljJ like to-s()onser an oiitcioor chamber music concert on 
campus this spring. We need a small stage, amplifiers, etc. What facili- 
ties could -the University provide foV iis? 

FLIP CHART CATEGORY • 

ALPHABETICAL LISTING ' ""1 1 _ 'I J 

WHAT COULD THE UNIVERSITY yRO'VIUET ~ 



Are there any social organizations for gay students on campus? 

FLIP CHART CATEGORY' ' ' 

ALPHABETICAL LISTING ' " " 

ARE THERE? ' 



I very much enjoyed gymnastic in high school and would like to continue work 
out cither by myself or in a qroup. May the equipment in Cole be used by in- 
terested students? Is thcr a tjyiMnastics qroup on campus? ^ 

njP CHART CATEGORY (lES) 
^^PHABETICAL LISTING(S) - • ' : - 

.MAY COLE BE USED? ; .; ... . . . . ' 

I .iin doing a paper on Le Courbousi(?r, the Ar-.ti'S L/ Arch i tec t , for my art his- 
tory class. I would 'like to get a full understanding of the functional in- 
novations he made and theii impact on _ the devolopfiiont of architecture. 
• Where could I find technical book^. on archiLcctrire? 

FLIP CHART CATEGORY _ . ' 

ALPHABETICAL 1. 1 ST 1 NG' ^ ' ' ' 

LOCATION ■ ' ■ ^' ' 



As a [lutrition major, I must do well in Chemi5-try, but I'm sinking fast. 
Help! (Remember that you should have read through the listings on each card 
to help you with succeeding questions!) ' )• 

FLIP CHART CATEGORY _ ____ 

ALPHABETICAL LISTING. "." 

WHAT KIND OF HELP IS AVAILXbIE'? '"'_'r_Z"„l" jZ ' 



APPENDIX 13 (CONTINUED) 
Can I get academic counsol i rif| from the nrndriiUr School Dfficc? 
FLIP CHART CATEGORY 

ALPHABETICAL LISTING ' ' ' 

CAN I? 



I have a white roommate who seems to hat.6 my guts. I don't thi nk ei ther my 
RA or RD would be particularly helpful to me since they arc both white. Be- • 
sides, I dcTn't want to move oyt, I want to learn how to deal with this kind 
of situation. Is there some kind of counseling for blacks only on campus? 

FLIP CHART CATEGORY 

ALPHABETICAL L ISTING ' "T " 

.IS THERE COUNSELING AVAILABLE FOR P"ROBLENS"PAmTULMT0" BLACKS? . 

My Aunt has been admitted to Fa^irfax Hospital. I want to visit her. flow 
do I get' there? 

WHERE DID YOU FIND THIS INFQRMAIION? 

My service organi zatTpn would like to contact snme other campus organizations 
to get sonio ideas/TorS+iQCl rai sine). Is there a ()ubl ica tion which lists cam- 
pus o»-ganizat4.0frs and theT\(ioal s? 

FLIP CHART CATEGORY . . 

^■LPHABETICAL LISTING ~ " T" • . 



,,ne RA staff i n my bui Iding would like to contact all the other RAs in the 
Cambridge-El 1 icott Comiiiuni ty for an informal gatherijig to make contact and 
discuss problems. Is there a list of these folks? 

FLIP CHART CATEGORY 



We are having a floor party - Cambridge..B, 2nd fjoor. Who could lend us 
mops and brooms to clean up afterward? 

FLIP CHART CATEGORY 

WHO? - ' "~ 



My.boyfrlend and I are rather seriously involved; however, last night he was 
drunk and knocked me around and bruised iiiy ribs. I feel as if- I'm goinq to 
fall apart. Where can I get ciirergoncy counseling? " . 

FLIP CHART CATEGORY ' - • 

ALPHABETICAL LISTING 



What is the number for the Food Co-op? 
FLIP CHART CATLC.ORY 

How on. I get a cofjy of my transcript? 

FLIP CHART CATEGORY 
ALPHABETICAL LISTING 
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I need money. Where do I go to tjet a job on campus*? \ 
FLIP CHART CATEGORY 

ALPHABETICAL. LISTING J _ ^ ._\ 

Wliat is the number for American Airlines? 



Who IS the Dean of /the Huinarv Ecology Department? 
WHO? / . " . 



My roonwnate has buen takina a lot of downers and drinkina a lot. He makes 
cracks about connmitting suicide. What kind of counsel ing- is available for 
him? What about emergency counseling if he tries suicide? VJhat about emer- 
gency medical attention in this event? I want to be fully prepared. 

FLIP CHART CATEGORIES " ' ' 

EMERGENCY COUNSELING POSSIBILITIES 

REGULAR COUNSELING POSSIBILITIES ^. . . 
EMERGENCY PHONE NUMBERS ^ 



Who is the vicious person who put this test together? 

CATEGORY ■ . 

NAME , . 
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ORTH... 



tLI ?n^? H H '^^V,''."^ .^-y^teii. ,s being developed hy staff members glided by Chprio 
• 1^?^-?;. Included ore flip charts organu-ed under ly Headings such as Emergency Cnter- 
Uinrent. Services, and three What.to-do J ists for bomb threats, fire and medical 
emergency.. These concise' flip charts, backed up by three-volume sets of Ooo eleaf) 

'wsJe^l' ^v.i^^M^T ^''''''r ''''''''' ''''' hour'drsk and one '•mobile-' 

system is available for circulation. 

Lj5:3nlJo_bon:oy^ 
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THE RESOURCE FILE 



NMd to know a, good place to eat 
and be entertained? Ffn^ettlp 
Infornuition Is available In the 
RA Resource Blnderi and 
Kllpcharts located- at the 
Cumberland nnd Centr ev 1 1 lt» desks. 

The file alao Includes fot:,ni» , 
numbers to know^ emerj-.ency mid 
or ;anlraLlon phone tiumbi-rs nnd 
rocutinn platrtt, travel ami trans- 
portation, nrui. 1b loaded with 
other tidbits of facts, Thta 
compact ioft*rrnl service la 
excellent feu p Inpo 1 n t InK .1 n for- 
mat Ion .Mui is a sn.»p to use. 
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_File_sys^£^ RAs in duties 



l:PrGE 6-THE DIAMON DBACK 



Jan Molif 




Supplving .111 .ippirrnlly long- 
o*cix1uc scnkc for Univfnily 
\ludcnl5, a rcM;lcnl life cmf^kjjt 
hJ^ dcvisH in information ind 
referral scnicc located in 'he 
Cinihriripc and niliccll 
omiplcics. < 

"The fir^t ••integrated 
infnmiation and referral serviec 
on ean^pin" *as developed by , 
Shcrrie Tborr,in. ^ a praduate 
asu^tanl, in rr;ponsc lo dormilo^ 
resident assistants' (RAs') 
eo'^ttnuou^ eorrplainis "that ill ' 
Ihev finl '\crc norf and norc 
nfjnual^." 

"I felt people didn't liM?n, 
mueh \t\\ read, so »h)r not ^hc 
the RAs 3od studenlsNomcthinj; 
xo comp'jel thcv couldn't 
ccn^platn," 7homan said. 

Cnnlflinirg information ranging 
from arta elub and restaurant 
menus to e.impu's orgsnizatimi 
membership requirements, the 
sv^tem is eipeetcd to aid the RA s 
role a^ an information wurec for 
dormllPfTr residents. 

"resident dtrcclor. sakl the Hip 
charts would not duplicate the 
RAV role as an information 
source. 

""nic RAs do their *ork by 
giving otii ififormalion 'in a 
personable ujv. A poor RA wculd 
"•""""T'''^'""" «v ■Golook it upon ihc Chan. I 
Mirb MMiIiifleft) »nd Shtrrie Thonun retiew the new Hudenl refn j^n't lu»c lime."' 
• ral guide lociitd in im C^mbridRe ind EUicoll complex". 

The flic, is a t^o-pan project . 
• b.iscd on a library-type cataloguing : 

' ■ ' s)-stem and^ uses a flip, chart 

containing names and phone 
' numbers under ine different . 
, ■ categories. Thbn. - said. 



v • ; K uscn requlrFrnwc^rRafrT 
, phone number under any of the 
• nine categories they can turn tc ' 
comprehensive information sheets 
stored invthrec large binden. 

I-or .cump>c. if students 
«.^nle(1 ,to join I gtmip dealing 
' »ilh their 'h obby or '"tjcm ic 
major, they would look under the .* 
"organiution" section in the 

' binder, Thoman said. 

<' 

That section would prof id e a 
■ separate she.^1 on each carnjius 

orga n ir.at ion. including 
. information on each organi/.ation, 

ils requirements and mcctinp 

limes. 

*'A good RA would use the fil: 
^ an extension of his or her 
personal knq»ledgt ab(Hit'the' 
resident's questions," . 5cckin\ 
said. 

Most RAi Mid Ihey thought the 
- nic was a good Idea. 

•*'Thcfe were many limes I 
needed to call someone to. help n 
resident, but didn't kno* where ' 
to turn.'*' said.MylaDcLoitch, a 
Cumberland, hall RA. She said 
the Trie "is t>)e best hclp.w far in 
giying inr'rjnaiion to residents."- I, 



64 



Cathy Wall, a former 
Cumberland RA and desk 
receptionist said such a file'* has 
been needed fcr many^xars, ' 

"It n:ay be more work for the 
receptionists »ho previously 
answered \*iih '1 d'^r/r know"" 
and nr\» must show ;hc sludcnt 
how-to use the fJe," she said. 

According to ^^'all. :desk 
rcecpttcnists often contacted 10 
riiflercr.t cfftces trying to find help- 
for a resident, a prcce\s \y.H the 
a'^ourc^: flic wiM climinat'c. 

I'rdai'.nj: the file w;l! be aN 
rnc'"*'*s'. task, ujd Tr.oman, 
ari;!inj; -^l^vik ' infom::.or shcctSi 
ui!! j>c .-jvail.'ib'c at cCvh desk fa^ 
ric p.^^.••*n^. ■ \ . 

•'^Siudcr.ts- c:n -hit the)' 
•A ant :o the fjlc and we'll 
p*.;ar.'r::.* it be ;d.jr« 

t'lC b:*";icrs.'" she sa:i. 

An e r.:cn a irr.cn t section a!so*= 
featured that provides arc 
restaurant menus, prices ar- 
dirccticns as well as facts cn ba. 
dcscrib:ng attire. ;tmospher« 
liquor policy and cover charges. 

The charts offer *•ca^ 
accessability" and wjjl b 
. distnbutcd to RAs and resideft 
directors in the C;im bridge in« 
Ellicott area, said Thoman. \i 
odditjon, binders and fiip char* 
will \k chained to the lobby desk 
of H.ii;crsio* n, La Plata, Ellicotl- 
Cumbcrland and CehtreWI]: hall, 
and in the organiiationa 
development ^ office iri 
Cumberland * 



Thbman saio she hopes the pit 
«'ill event uallj become avsilab! 
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Ojtober 25, 1976 



^ TO: RA's 
\W . RD's 



FTDR'S 

Asst. Comniuni ty Director 
• Ted 
Jerry 
Colleen. 

FROf*!: Teri Weisberg, Resource Assistant 
RE: Errors and Corrections in Resource File 

Please correct the following errors. 




o 

CO 



Front of Money Card (Resident Liti}) and Back of Numbers to. Know (Under 
Resident Life Numbers) - Central Office X27n Correction ; X4276 

Money Card - CoiTini/ter Affairs, Dr. Hardwick Correction : Sylvia Stevyart 

Front first Folks to Know Card and Money Card * Area Council, Debby Dempsey 
X4350 and X4353 Correction : X4351 ' 

Second Entertalnemnt Card on Front - Gallaghers Pub '686-9189 
Correction : 686-9180 

Honey Card - Work Study X3406 Correction : ,X4592 

Add to Counseling Card - Interpersonal Grov;th Groups, Danny Wasserman 
X??31, See Addendum under I 

Add to Service and Travel Transportation Cards - Autoville Volkswagen Inc. 
.441-2070, See Addendum under A . ' * . 

Add to Money and' Services fartis - Maryland National Bank 345-6161 * 
Se¥ Addendum under M 

9. Add To Money and Services 'Cards - Uni-Bank 779-1114, See Addendum under U 

10. ' Add to Organization Card - Minority Pro-Professional Health Society X3061 

See Addendum under M 

11. Add to Entertainment Card under Restaurants - Tuscon Cantina 462-6410 . 
See Addendum under T 

12. Add to Services Card - Bananas Inc. 669-0191, See Addendum under B 
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APPENDIX 19 



DESK FREQUENCY OF USE FORM FOR 

" FLIP QHART/RESOURCE BINDER 



EriERGEflCY 


ACADEMICS 


COUNSELITIG 


n 

ENTERTAINMENT I FACILITIES 


F0LKS-T4)-K 


F.C. 


B. 


F.C. 


B. 


F.C. 


B. 


F.C. 


B. 1 F.C. 




F.C. 


1 








; 








*• 


\ 


V 

1 

f \. - ' 

{ 




✓ 
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F.C. Flip Chart 
B. Binder 



LIBRARIES 



F.C. 6, 



LOANING EQUIPMENT 

rx7 



T 



MEDICAL ATTEMTION 



ttt: 
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1 MO.IEY 


iJlil^tERS TO l<r 01! 


ORGAHIZ 


AXIOMS JPUDLICA 


TIQMS 


^rp.vicE? . 1 


1 FORMS" 
i r I "5" 


.- 1 

1 

1 

! 

i 
1 

1 

( 
1 

1 

\ 


i 

i 
1 

t 

» 

t 

i 
1 
i 

1 




" ' F.C.. 

i 

i 
1 
1 

I 

1 

I 
1 




F.c; 

1 

1 

i 

1 

! 

1 


&. P.c. 

1 

i 


( 

\ • i 

i 

! 

I 

} 

i 

i 
1 

! 

i 

t 

1 

\ 

i 

K 1 

! 
1 

1 
{ 
! 
1 

i 

i 

1 


F . I* • 1 B • 

1 

i 
i 

j 
• 

i 

! 
1 

{ 
i 
i 


i • w • 

j 

1 
t 

i 

i 

i 

1 

t 
1 
< 

i 

i 
1 


i 

r 
t 

1 



69 




TRAVEL/TRAilSPOr<TATICn 



F.C. 



I/HAT to DC 



F.C 







70 



ERIC 



APPENDIX 20 



TO: RD's _ 

FROM: Teri Weisben) . ' ' 

RE: tollection of Frequency-Use Card.s 

It is near the end of tt)c month and time for collection of tlie rrequencyruso 
sheets foi* ^. The same procedure v/ill be followed as last month, 

*1. At your weekly R.A nieetiru), distribute the n(^w frofiuency-use cards and . , 
remind your R.A.s to brin() their cards for the priwious month to the next 
meeting. ' - 

2. The following week, collect the frequency-use cards from your R.A.s and 
return tliem to me as soon as possible. 

Tiiank you for your cooperation. - - 
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MONTH 



CtlAKT/IMNOI K MONTHLY USAr.i; SUMMARY 



LOCAriON 



APPrriDIX 21 



L_Cp.RY__ 

•njencj/_ 

(Ic'ini cj;^ j 

irrscjjrijj^ 

erta ininent 
ill ties ' 



ning Equipment 
lical -Attention 



ibe rs t o Know 

jtm iyi t i ons ; ^. 

U ^ ati ons _ 

V ires 

ms 

.vel-Transport- 
on_ 

.t to do- Bomb 

. t__to c!o-l i r^c 

jt to do- 
!ical_ InrjVQf'ncy 

TOTALS 



JDESKS 
TiTp " 
Chart 



•Binder 



U SAG. L 



KAs 



'nip ■ 

Chart 



Binder* 



_RUs 
71 ip" 
ChiU't 



Bi nder 



.(f^.l .^'f^-^e specj fj/ )_CA T EGORY^ 



M ip 
Chart 



Binder 



Flip 
Char-t 



Binde 
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ADDENDUM 



78 



ERIC 



. ' ' ' (Attachment A) 

"TRAINING SESCION PLANNER" 
TITLE OF TRAINING SESSION: Use of th e Resource File (New RA Resources 

.L"A?-r,y.^-c.^-^jt^iiL) 

LENGTH OF TIME ENTIRE SESSION 

WILL TAKE: ? ' Ijyjjlpu/A_ . 

RL^'AVIOPAL C3JECTIVES: . The RA will be famlTarize d with the Fli p 

C h^a r t/ Ro sj)jJ r c^ Bi nders. The RA will be 
^J^)P. JP. J A^A j\ oivgn .ser vice via the 
I.|_IP. PA^rJ^. within five m inutes, and trans- 
^}^9^ inforri^|:ion to anot her person. ^ 

SUMflARY OF TflE PRESEflTATION: 1. Hand out FVfp Charts to new RAs. . ^ 

^ ilP. J ntroduct. i on to system. Has anyone 
used it? Talk j^out how the system evol ved . 
3 • Go over caten dries on the Flip Chart. 
Look at the cards. Check out categor i es in 
thp bindqr..^^ ^ . 

4 . no wpdatW^^ith "S orry V/e Erred" sheets . 

5. Administer quiz. 

METIIC • OF EVALUATION: Ask people to cornm ent on best and worst as- 

P^Af^A of the worksh op on a 3x5 card. 

LOCATION: . .^AVJ-.^ .^.I^JaJL^JJ 

flATER I ALS firr nrn : ri ij) charts /or AlJ,._ilnjB^JJJji^ O^^^ 

Ui nde r; _s;_s t c r^.^ "Sorry We Er red" sheets(n). ^ 
3x5 cards , 3 penci 1 s . ^ ^_ 
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In order to proper1> in.}»1t:mGnt tho Cambridnc/m icot£ Flip Chart/Bin- 
der Instruncnt certain staff re';pons1h1 1 1 tins miist l)0 assuned. 

In order to maintain this project as an onnoinn system, the Administra- 
tive Assistant for Staff/Coniriuni ty Development, the Resource Assistant, Can- 
hridge/E] 1 icott , the Canbr?idne Resource Assistant, one full-time Qesk Recep- 
tionist, the Cambridqe/Fl 1 icott Secretary and tho Graduate Assistant for Or- 
ientation need to be ut'il ized 'fron January 1977 to Aunust 1^77. 

- The Assistant Community Directors for Cambridqc and Ellicott Areas will 
also be utilized from Auqust, 1977. They will assume many of the Job respon 
sibilities that seem appropriate. 
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\ I ?i R PRnjrcT - CAMBRinnr/rii.iroTT 

JANUARY-AI'r,l)ST .mn RCSPONSIBILITIFS 

Adminlstrativc'Asslstant for Staf f/Conmuni ty nevelonmpnt 
January-August . - . 

-j " 

1. To plan and ^conduct traininn p^^oqrans for RAs, DPs, and RDs to facili- 
tate the use of the Resource bystom. 

2. Provide direct support' to the project. 

3. Attend Resource File nioetinqs v/hen appropriate. 

«• 

4. To coordinate and ornanizc traininq pronrarns> updatinn procedures, eval- 
uation measures relative to the Resource System. 

5. To meet with the Assistant Director of Resident Life, Cambrldne/El 1 icott 
for purposes of information sharinq, supervision and direction. 

6. To (iirortly supervi**,e the Assistant for Resource Development. 

7. Serve as a Resource link between the Office of Resident Life and other 
cannus de[)artments and orqanizations . 

fi. Be resnonsible for overall mrYintenance and onoration of the Flip Chart/ 
Binderr. . . . 
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/ ■ ■ 

/ . ■ ■ ■ 

Resource A'^r.istant ' . 

1. Type paofM^s .ind ri(M'if)'. luM^t.^ in idm t o ffw Pt^sour^co ^vstors v/hen indicdt.od. 

?. Meet vn'th tfio dosk siinorvisnrs <md riin>-tiPH' dosk recopt ion.i 5t noriod- 
ically, in order to insurr snooth i.'noratlon of the project. 

3. Attend DR an/l RA mo(^tiftqs r^rqijlar^lv in ordo?^ V .iiscuss nev/ ideas or 
plans and to rolay tnforinaLion about Uio project. 

4. Ileet v;ith student groups, in ordor to qain tfirir ideas and suqqestions. 

5. l/ork with, the full-tiriQ rHs and Pesk Supervisors to nake certain posters 
are desiqned' and dis|^1ayed in the 1otU)ies to [Uiblicize the Resource 
System. 

6. Report to the Administrative Assistant for student development for 
quidance and support. 

<' 

7. Mlmeoqraph, xerox, ("^nd collate now material relative to the Resource 
System and distribute it to the Resource Centers. 

8. Design and distrioute me::ios to RAs , DRs, PDs, etc., about the file. 

9. Frequently visit tho desks, the ranihridn(> foiTriunity Center and the Or- 
nanization Devel oni'iont Office to obsrr /e tj^eir operations; hand, out 
new material; and cfiock to s't^a if thinn^. <ire lunninn efficiently and 
effectively; 

10. Call local theatres, ramnus donartmonts, ornaaizat.ions , serviceSt etc., 
lc Ti'dh^ certain the OfU. Rr-sourco '^cnter is on thei?^ nailinn list <ind 
that appropriate r^ontfily pdM i( it.inns , paripfilots and flyers are he1nn 
sent out. 

n. Call orqani/atioris , servicers, vie, tfiat students have suooested bo in- 
cluded in the fa^sourco fi,l(?. father data; fill out the questionnaires; 
type, xerox and distrilMit(» thi' quostionnaire's r)1us accompanyinn material 
to the Resource Centers. 

1?. Re responsi bl e for col loctinq infor Mtion, desioninq and distributinq 
the bi-montfily "Sorry We frrr^d" sheet, 

13. Be responsible for distribution, collection and tabulation of data of 
use of the Resource System from RAs , RDs, and the Resource Centers. 

14. Graph results of frequency of use of file on appropriate charts for 
monthly comparisons and review. 
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Flip fticirt .'^^.r. i stant/rnmhridof? Area. 10 hoiirs/v/eck 



January-May 



1. Type papers, memos pertainirin to the Resource System, when indicated/ 

■ 2. Ileet with the desk sup?.'rvisors periodically in order to insure smooth 
operation of the project. 

3. Attend IJR, RA mootinqs roqjjlarly in ordor to discuss new ideas or pl^ns 
dT.d rolay information about the project. 

4. Report -to the Coririunity Center Pirector and Assistant Community Center 
tTi rector for quidance and support. 

Distribute new materials to the Resource Centers. 

6. Frequently visit the desks in the' Cambridnr Area and the Community Center 
to observe their operations /^and* hand out new material and check to see 



7. Re responsible for colloctinM information for the bi-monthly "Sorry I'e' 
Erred" sheet. 

iT. In* s tribute memos to the RAs concern inn th.e Resource File. 

9. Bi-monthly, distribute the un(latin(] "Sorry We Frred" sheetv and encourage 
RAs to make chc'mVrifs on th^^ir file. . 

10: Be respo :ible for the distribution and collection of the frequency-use 
cards f rofii RAs" each month for talMjlation f)iirposes. . 

11. Fncouraqe creative nulTlicity ideas. 

12. Attend meetinqs relevar.. t^ the Resource file. 

13. Be responsible for overall n:aintenaricr of the Resource File in the Com- 
munity Center. 

]^t. Make sure Community Ceriter Resource Duestionnai res are available near the 
* file for student/staff input. 

15. Be responsible for taninn the Comriuni ty Center f reniiency-ifse chart on the 
rii[) Cfiart each month, and collectinq it each month. 

16. Mokp all corrections on the Community Center Flip Chart/Binders from the 
' Sorry l.'e F.rred" sheet and make sure corrections are made on the desk 



17. \\n 'orDonsible for v/orkinq v/ith ttie Resource Assistant and meetinq with 
him/ner, if necessary, to discuss ifleas and sunnesticns for the system. 




files. 
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Tull-Time Desk Peceptionist 
i'unc 1 - June 31 ^ ' 



1. Be responsible for ovoroT; layout, proofinn, collating and di 
the lO"*? updated RA r]ip Chart. 

7 

2. Be re5^;;onsible for typinti flip Chart cards, runninq then off, and total 
reorganization of the flip Chart. 

3. Be responsible for tho total devoir r 'f one Binder System for the 
Cambrldqe Area, Fl.licott Area and t office (includinn xeroxinq, 
collating, and distribution of the f\iC.f. 

4. Supervision of any office rtaff or part-time student support for use 
in development of ttic file. 



/ 



Secrctary-CaniL>ri(tno/rn Icott. Area 

Responsible for cover card for Flip Chart {dosiqn, mimeonraphinn) . 

Responsible for use of rub-on l(?ttern on all the catenorv c^rds on the 
Flip Chart. 

Be responsible for niiritonraphinq the Flip Chart cards. 
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1. To v.'ork nn tfu; • Resource System supcrvi sod y i]ovf:o (^erhy. Administra- 
tive Assistarrt for Staff/Comuni ty Dcvolopr ^nt . 

Report to the Administrnti vg Assistant for .Staf f/Conmuni ty Development 
for guidance and suppont. 
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/ 

^ ; r rKojicT fAMnRinr.r/M. i.icott Jon ■ . 

RrSPONSIRI' TJtFS - AUnilST 1977' 
As sj s t J n t Cornnu^^^^^ C»ipihri(lqc Arcn/niicott Aroa 

1. To plan and conduct triininn proqrams for RAs, PRs, and RHs to facilf- 
tate the use of tho •Ros'^'irce Systom. 

2. Provide direct siipport to tho project. 

3. Attend all neetinf]S relevant to the Resource File. 

4. To cQordi/iatG and ornanize trainlm pronrans, updatinq procedures, 
evaluation measures relative to the Resource r>;/rtcr>. 

i). To meet ^.ith the Adriiinistrativf?. Ass-istdnt for Staff/Corriuni ty Develop- 
nont for [ .rposes of infornatinn sharinn, Supervision and direction. 

G. To directly supervise office clerical staff and nesj< Receptionists in 
relation to job rosr>onsil>i 1 i ties for tlie Resource File, 

^ B( responsible for overall naintcnanco and operation of the Flip Chart/ 
Binders. 

Type jvipors and nemos pf^rtaininq to the Resource System, when indicated. 

9. Meet with tlie desk supervisors arv! full-time desk r(!cept1onist period- 
ically, in orfior to insure smooth operation of the nroject.- 

IC. -Atten DP. and RA nieetinqs reqularly in order to discuss new Ideas or 
plans I to re\"V information .afv;ut the nro.iect. 

n. Meet v-^lt.i ^fnrlent nr^iips, in order to qain their ideas and sunqestlons. 

1?. Work with the fuU-time DKs and desk supervisors to make certain posters 
ar'^ desiqnod and disnlaved in th: .lobbies to publicize the Resource Sys- 
te-n. 

13. MIrieoQraph, xerox, and collate r-ow f.irterial relative to the Resource ' 
Systein and distribute it Ic t^fc Resource Centers. 

T'esinn and distribute memos to RAs, ;)Rs, PHs, etc. about the^flle. 

15. Frequnfitly visit the liesks, t!ie Camr dne Communitv Center a^ d the Or- 
ganization Develop-iient i^fice/to observe their operations; handout new 
material: ond check to cxe i/ thinqs pre runninn efficiently and ef- 



fectively. 
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ir. Call I Lhoatr-os, campus <!(M>ar r^u^nts , ornanizations , r,orvices, etc., 
to nial rtnin th(.\ ORl. Hosourco Contor is on thoAr raiHrK) list and 

th. lopriatp inahthly puhl ications , parmhlnts and flycf; are boinq 

ser u. ' 

17. Call ornarii 7citioris , '-.(^rvuc^s , etc., tliat stwdrnts havn sunqcstod hn 

incluclod in tl)o fl(?5;our-c(' filfv natl)or data fill otit the nunstlnnnaires; 
typo*, xorox and dir>trit)utp thn nni^sti onnai r-ns vh\\ arcoppanyinn natoVial 
In the RcstMiTCt) Contorl. 

l'\ Re rosnonsit)lo fnr collpctinn in^cnf .i,tinn, dosinni anrl distributinn 
the hi-niPthly "^r.rr\f '.'o Trrf^i" sIvM^t. 

v. B(» res[n)r]i> i bio for d i ri but i nru c:ol 1 fc ti on . ,nnd taf^ial ion of d.. a on 
U50 -of tlu? R(»sourc(^ Systcii ffor; PAs, f!i)^ » an(! tlio Pc^sniircc Con'^'^rs. 
\* » " 

L'O. Graph results of frtniiioncy of use nf file (u a|)|iropriatn charts for 
nonthly Li^i-f rr isons and review. 

:^1 . Attend neotinns relevant to Mie F'osioiirco file. . 

22. Be responsible- f^r ovorall malntenoreco of the Pereurco File in the Con- 
muni ty Center 

23. Make sure R(:?source Quostionna i its are available near the file for 'Student/ 
staff input. 

2'^t. Cncouraqe creative put)licity ideas. ' 

1 

2S. flake al-l corrections on the Flif) Ch.'^r-t/Rindors fron tlie ^orry We Frred" 
stieet and make, sure cormc lions are made on tlie desk file\. 

2f). fie responsible f Or overal 1 layout, nroofinn, collattinn, and ciesinn of 
the sprinn updatod^lA Tl^' Ctiar'. 

r(*^»;jonsi t'le for^ ttu' tvpirv) of Tlip fMidrt cards, runoinq o' ^ and total 
f i;ani."'ation cjf' the I"" in- Chart. 

? . De responsit)le for tlie total i!ov(?l f^pnent of .no ''inder Systen for ;he 
Canhriti'-je Area » llieott Areri and tli'e n[) ^fiee (includinq xeroxinn, 
^ollatfJnq anti d i str^i but nn tjip file). 

^aiperv i '.i rif) V)f any nffin; ".Lift -r .-tirr- studr^it sui^port ^rr ' o in 
devel ojjpHTit of [\\{! liu?. 

'>r). v.n ^•esponsit)l(^ fnr dfOoratine 1 Ui^s d^v the rrover card for 

Ihi' flip Cliart Mj^sien; !:iir'M C"^ra[)tii fn:) a.-, sil^o r'i>eon.ra[)hinn the Klip 
Ch.irt cards ^er se^Mue .::di in':. 
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